Date of birth: 4"" Oct 1983 
Flat No. 203, Street No. 14, Mughal Palace Punjab Colony, Karachi 


Cell: 0303-8315775-03453072110 


E-mail: sayyedzubair110@gmail.com 


SYED . ZUBAIR ALI.SHAH 


PERSONAL PROFILE 


To pursue a challenging career in a dynamic and reputable organization that makes best 
use of my personal and professional capabilities. Professionally | am looking for an 
opportunity that helps me to utilize my skills. | am seeking for a department or position 
which will be useful for me and for that department also. 


WORKING EXPERIENCE 
Organization: Dr Ziauddin Hospital, Clifton (June 2014 to till date) 
Designation: Front Desk Officer 


Responsibilities: Deal with corporate patients, facilitate panel companies, prepare records, maintain files 
of corporate patients, help them in admitting & billing process, report daily tasks to shift manager, 
coordinate with admin department, coordinate with accounts department. 


Organization: Kutiyana Memon Hospital (9 Months) 

Designation: Cashier & Billing Officer 

Responsibilities: Receive payment by cash, or credit cards, Issue receipts, refunds, credits, or change 
to customers, Count money in cash drawers at the beginning of shifts to ensure that amounts are correct 
and that there is adequate change, Greet customers entering establishments, Resolve customer 
complaints, Answer customers’ questions, and provide information on procedures or policies. Assist 
receptionist with patient coordination; schedule follow-up visits and answer calls/books appointments as 
necessary, Create daily, weekly, and monthly reports from clinic financial data, Process transactions to 
the cash register by effectively and efficiently handling cash. 


6 Years Experience as a “Retail sales Officer’ in TCS Logistics Services 
6 Months Experience as a “Sales & Marketing Officer’ in SINGER-Pakistan 


1 Year Experience as a “sales & Recovery Officer’ in OCS Logistics Services 


Competitive Skills 


e Possess good team work capabilities under pressure 

e Established reputation for keeping work on schedule and within client’s budget 

e High level of customer retention and loyalty 

e Work very well under challenging deadlines and provide quick turnaround with 
outstanding quality 

e Possess good verbal and written communication skills 

e Possess good organizational skills and ability to co-ordinate multiple tasks at once 

e Proficient in basic operating systems like Microsoft Word, Excel, PowerPoint, and the 
Internet 


ACADEMIC QUALIFICATIONS 


Education Majors Year of Institution CGPA 
completion 
BA Pre-Arts 2015 Shah Abdul Latif University | 2” division 
University Khairpur Sindh. 
Intermediate | Pre-Arts 2012 D.M.K.D Higher Secondary 2™ division 
School 
Matric Science 2009 PIA Model school AirPort 2™ division 


PROJECTS /SPECIAL ASSIGNMENTS 
e International Business- Developed a Case study on United Colors of Benetton 
e Strategic Marketing- Developed the launch plan for Soya Milk 


e Customer Satisfaction- Developed Quality Function Deployment Matrix for McDonalds 


REFERENCE 


Reference will be finished upon request 


